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CHAPTER I 
INTRODUCTI ON 
Statement of the Problem 
The purpose of this study was to attempt to improve 
the effectiveness of the business curriculum at St. John 
High School, Cambridge, Massachusetts, through a survey of 
the firms employing the business department graduates of the 
years 1948-1952. 
Analysis of the Problem 
The objectives of the study were formulated in the 
following areas: 
1. What were the qualifications necessary for 
employment? 
2. 
3. 
a. Did age, sex, education, and experience 
requirements have any influence on the 
selection of employees? 
b. Did tests and high school grades have any 
influence? 
VJhat was the size of the offi ces hiring the graduates? 
a. How many were employed in the offi ces? 
b. What equipment was available? 
c. What salaries were offered for initial 
employment? 
In what way could the school better cooperate with 
the employer? 
a. What deficiencies were noted by employers in 
the new employees? 
b. What knowledges and skills needed greater 
emphasis in school in the opinion of the 
empl oyers? 
c. What were the businessmen's recommendations 
for improving the business education program 
at St. John High School? 
4. How may the suggested recommendations be used in 
planning and revising the business education 
curriculum? 
Justification of the Problem 
One of the major problems of business educators is 
to know what training the employers expect the graduates 
to have had when they come to them seeking employment. 
2 
Since the chief function of a high school business department 
is to fulfill the requirements of business, the standards 
re quired of a beginning worker in a business office would 
seem to be the standards that should be accepted by the 
school. 
Speaking of the necessity for a closer relationship 
between the school and the business office, Turille says: 
The necessity for a bridging of the 
present gap between standards of achievement 
in the school and in the business office cannot 
be emphasized too strongly in modern office 
training. 
The charge is frequently made, with some 
justification, that business education has 
failed to keep pace with present-day business 
requirements and standards. Unfortunately, a 
sizeable number of business educators have no 
acceptable standards of achievement for the 
subjects they are now teaching.l 
Purely subjective standards alone, however, such as, 
so many words per minute in typewriting and in shorthand, 
do not produce employees ready to meet all the requirements 
of an office worker. Business is interested in employees 
who can do various vocational jobs, acceptably, and within 
limited time requirements. Business wants the graduate who 
comes to the employer with a practical training which has 
included, besides the development of the skills, many 
opportunities to exercise initiative, judgment, and common 
sense in the approach to office problems. 
Since business wants efficient employees, and these 
3 
individuals are expected to be supplied chiefly by our high 
school business departments, it is necessary that these 
departments develop procedures for checking up on the results 
of their training. One such procedure is to detect and 
analyze the standards and requirements of the business estab-
lishments already hiring some of its graduates through a 
follow-up study and job activity analysis of the graduates 
themselves. 
1Turille, Stephen J., Principles and Methods in 
Business Education, McClure Printing Co., Staunton, 
Virginia, 1949, p. 23. 
A follow-up study and job activity analysis of the 
graduates of a business curr iculum is of value, in so far 
as it reveals some of the problems with which the graduates 
have had to cope, some of the standards required of them, 
and to some extent their success on the job. However, all 
of this is from the graduates' point of view, only, and 
should not be regarde d as the final and only criterion. 
A second recommende d proce dure is to make a survey of 
the employers of these same graduates, or of another 
representative group , in order to obta in criticisms and 
4 
recommendations that will validate or complete the information 
already given by the graduates. 
With regard to consulting the employer for recommenda-
2 
tions, Nichols says: 
Naturally in attempting to improve comrnerci al 
education on any level, one inevitably turns to 
the businessmen for concrete criticisms and sugges-
tions. Who else should know more about what 
training business recruits should have had before 
entrance upon employment ~ Surely what the business 
man says the new worker needs to know and be abl e 
to do should be wei ghted heavily among the criteria 
to be used. 
The information obtained in this survey of employers, 
then , combined with that already obtaine d through the 
follow-up and job activity analysis which has just been 
completed, should be helpful in revising and improving the 
oresent business curriculum at St. John Hi gh School. The 
" 
2Nichols, F . G., Commercial Education in the High School, 
TI . Appleton-Century Company, Inc., New York, 1933, p . 133. 
survey should be of use, also, in helping other business 
teachers evaluate their training and in serving as a basis 
for revisions in the business curriculum. 
Delimitation of the Problem 
This survey was limited to the employers of the 
1948-1952 graduates of the business education department 
of St. John High School. As a follow-up study and job 
5 
activity analysis of these same graduates had just been 
completed by McDonald, 3 this study was concerned with seeking 
the point of view of their employers only. 
As a result of the follow-up study and analysis, a 
list of the firms employing high school graduates, informa-
tion as to the most frequently performed duties of the 
graduates, subjects most helpful to the graduates, and the 
kinds of' jobs available to the graduates is accessible. 
No attempt has been made to compare the results of 
this study with those made in other communities, but rather 
to use information which would be helpful in planning and 
revising the business education program. 
3 McDonald, Sister Mary Joachim, A Follow-Q£ Study of 
the 1948-1952 Business Department Graduates of Saint John 
High School, North Cambridge, Massachusetts, With Implications 
for Curriculum Revision, Master*s Thesis, Boston University, 
1953, 125 PP• 
Organization of the Study 
Chapter I contains a study of the nature of the 
problem. A description of the area in which the study was 
made, the size of the school, and the existing curriculum 
are given as a background in Chapter II. 
In order to show some of the work that bas already 
been done in the same field by other business educators, 
a review of literature related to the study has been given 
in Chapter III. 
6 
Chapter IV relates the procedures followed in conducting 
the study. 
The results of the returns from the questionnaires are 
recorded and analyzed in Chapter v. Findings based on 
Chapter V and recommendations for the improvement of the 
business curriculum at St. John High School are made in 
Chapter VI. 
CHAPTER I I 
BACKGROUND OF THE STUDY 
The city of Cambridge is a suburb of Boston located 
west of that city and separated from it by the Charles River. 
In the past, it has been noted chiefly as a university city 
or a city of culture and learning. However, at the time 
this study was made, it was fast becoming a very strategic 
industrial location. 
Cambridge was incorporated as a city in the year 1846, 
and has four main divisions within its boundaries. The names 
of these four sections are: Old Cambridge, North Cambridge, 
East Cambridge, and Cambridgeport. Old Cambridge is the 
section i .n which Harvard University, Radcliffe College, and 
the Massachusetts Institute of Technology are located. These 
institutions tend to give this area a cultural and intellec-
tual tone that sets it off somewhat from the other three areas. 
Population 
According to the 1950 census, there were 120,740 persons 
living in an area of 6,535 square miles, 2.7 square miles of 
which is occupied by homes and the remainder by factories, 
business areas, colleges, and institutions. The average 
population density of the residential area at present is about 
42,000 persons per square mile, one of the highest in the country. 
The foreign-born population represents 16.9 per cent of the 
total population and is made up chiefly of Irish, Italians, 
Canadians, and others. 
Valuation and Industry 
The assessed valuation of $218,340,500 is a far cry 
8 
from what it was 200 years ago when all of East Cambri dge and 
most of the area east of Inman Square consisted of one big 
farm and only two houses. The present fi gure is the highest 
in the city's history. The task of assessing Cambridge prop-
erty now requires three full-time assessors with a permanent 
office staff of seven workers and four additional temporary 
workers for rush periods. 
The total value of permits for new construction in the 
city for the first ten months of 1953 was almost $7,500,000. 
Many of these permits were given for industrial expansion. 
This would seem to indicate that Cambridge is still growing 
and will be in a position to offer additional sources of 
employment to Cambridge youth in the future. 
At present, a good percentage of Cambridge workers are 
employed i n the nearby city of Boston. Because rapid transit 
by automobile or subway makes co~~uting a simple operation, 
many such workers are attracted by the employment oppor tunities 
to be found in such a metropolis. However, the growing diversi-
fication and expansion of Cambridge i ndustry may tempt many 
future workers to seek employment in their own hometown. 
9 
Industrial Cambri dge bas many labels, some of which 
are: 11 Soap Ci ty, n "Candy City, n " Bakery City," and nPrinting 
and -ublishi ng City," but none of these is completely descrip-
t ive. More than 150 diversi f ied i ndustries are represented 
by over 500 manufacturing establishments, including many 
national and international names. Cambridge offers all the 
a dvantages that attend s u ch a wide di versification of indus-
try. The more importan t products manufactured in the city 
in 1 9 51, measured by dollar value of production were: 4 
1. Rubber Goods 
2. Confectionery 
3. Fabricated Metal Products ( Ferrous) and Related 
Industries 
4. Soap 
5. Foundry and Machine-Shop Pro ducts (except Electrical 
Machinery, Textile Machinery, Machine Tools and 
Accessories, and Radio and Electronic Equipment 
6. I n sulated Wire and Cable 
7. Bread a n d Other Bakery 'Products 
8. Boots and Shoes, Other Than Rubber 
9 . Printing and Publishing and Related Industries 
10. Sealing Compounds 
11. Electronic Measuring Equipment 
12. ~rofessional and Scientific I nstrmnents and Apparatus 
13. Fabricated )>lastic Products 
1 4 . Addressing Machines and Suppl i es 
15. Machine Tools and Accessories 
Schools 
Seventeen public schools, fifteen elementary and two high 
school, take care of the education of 11,000 Cambridge chil-
dren. Seven teen p arochi al schools, thirteen elementary and 
4Massachuset t s De partmen t of Labor and Industry, Census 
of Manufacturers-1951_-Ci_u ~f Cambrid~, Mass., p. 1. 
four high school, are responsible for an additional 8,021 
pupils. The remaining school population is absorbed by 
private schools or academies. 5 
St. John High School 
The enrollment at St. John Hi gh School for the year 
1953-1954 was 465. One hundred and five, or 22.6 per cent, 
10 
of these were enrolled in the business department. The high 
school is a four-year one and offers three curricula: college 
preparatory, business, and general. Besides a principal, 
t here are 12 faculty members, three of whom are busin ess 
teachers. 
Comments on the Curricula 
Sixteen credits are required for graduation from any 
one of the curricula. 
In order to enroll in the business curriculum, a student 
must have made a grade of 80 per cent or better in his first 
and second-year English classes. This is in an attemp t to 
reduce the mortal ity rate in shorthand. Those who do not 
meet these standards are relegated to the general curriculum. 
The general curriculum gives no specific training in any 
fiel d, but rather gi ves a smattering of everything . The school 
5 -Cambridge Chamber of Commerce, 111ffuat You Shoul d. Know About 
Cambridge,n The Magazine of Cambri dge, November, 1953, p . 26. 
l l 
administration might do well to think about the students 
who cannot make stenography, but instead, might be trained 
as clerical workers through such courses as office pract i ce, 
office machines, and filing . No such curriculum is offered 
at present. 
Because many of those who have enrolled in the bu s i ness 
curriculum in the past have evinced a l ate desi re to go to 
college or into nurses' training school, it was felt that 
the business students should have a strictly academi c pro-
gram the first year, and take another year of a language and 
a course in biology the second year. 
Those Sophomore business students who have previously 
shown ability in algebra I are encouraged to take geometry 
rather than business arithmetic. 
In situations where the general curriculum students are 
taking the same sub jects as those in the busines s course, the 
course content is the same, but the general students are not 
exp ected to make as rapid progress. The teacher picks out 
only that which is of value to such students. 
Cours.es are given in ancient and modern history in the 
regular curricula, but modern history is offered as an elective 
to those who want it or need an extra credit. (Either Junior 
or Senior year } 
Physical education and choral practice are required of 
all students. One-fourth of ·a credi t a year is allowe d for 
each. 
COLLEGE r REPARATORY CURRICD~UM 
Subject 
English I. 
Algebra I. 
World History. 
Latin I. 
English II 
Geometry 
L.atin II 
French I 
English III • 
Latin III. 
Algebra I I 
French II. 
Chemistry. 
English IV . 
Latin IV • 
Freshmen 
Sophomore 
Junior 
. 
Senior 
Trigonometry and Review Mathematics. 
French III 
U. S . History. 
Physics. 
Credit 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
12 
BUSINESS CURRICULUM 
Subject 
English I. 
World History. 
Algebra I. 
Spanish I. 
General Science. 
English II 
Freshmen 
Sophomore 
Geometry or Business 
Spanish II 
Arithmetic. 
Biology. 
English III. 
Business Law 
Stenography. 
Typing I 
English IV 
Bookkeeping. 
U. S. History. 
Stenography. 
Typing II. 
• 
. ' . 
.Junior 
.. 
Senior 
Credit 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
~ 
13 
GENERAL CURRICULtllii 
Subject Credit 
Freshmen 
English I. . • • • • • • . • • • • • 1 
World History. . • • . . . . . • • • . • 1 
Practical Arithmetic • . . . . • • • 1 
General Business • • • • • • • • . • • • • • 1 
General Science. . . . . • . • . • • • • 1 
Sophomore 
English II . • . • • • • 
Business Arithmetic .•.•. 
P'roblems of Democracy. • 
. . . . . . 
. . . . . . . . 
. . . . . . . . 
Biology •.•••••• . . . . . . . 
Junior 
English III. . • • • • • • • • • . • • • • . 
Business Law . • . 
Economic Geography • . . . 
. . 
. . 
Typing I • • • • • . • • • • • • • • • • 
Senior 
Buainess English . . • • • 
Bookkeeping I. . . 
u. S . History ••••.•• 
Typing II. • • • • • . • 
. . . . . . . . . 
. . . . . . . . . 
. . . . . . . . . 
. . . . . . . . 
1 
1 
1 
1 
1 
1 
1 
i 
1 
1 
1 ],_ 
2 
14 
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Business English is offered to the general students 
only. Perhaps, it would be even more beneficial to offer it 
to the business students also, since they have an even greater 
need for it in stenography and transcription. 
One year of bookkeeping is all that is offered. There 
is no provision for those students who might want to advance 
in such work. 
Religion is taught as a subject in each of the four years. 
One credit a year is allowed for its successful completion. 
Follow-Up Study 
There is no guidance program as such at St. John High 
School but, during the year 1952, a follow-up study of the 
business graduates for the years 1948-1952 was conducted by 
6 McDonald. As a result of this study, information was 
obtained as to the distribution of employment of the 270 
respondents. 
As shown in Table I, 78.1 per cent, or 211 of the 270 
respondents were employed for wages full time. Of these 211 
full-time employees, 178, or 84.4 per cent, were engaged in 
office work. Twenty-four, or 8.9 per cent, were married and 
at home. Of the 21 graduates who reported they were in school 
full time, three were attending training school for nurses. 
Nine, or 3.3 per cent, of the respondents were serving in the 
6 McDonald, 2£• cit., pp. 21, 29. 
armed forces, and four gradua tea, or l. 5 per cent, were in 
religious training schools. One graduate was employed part 
time. 
TABLE I 
DISTRI.BUTION OF ENlPLOYMENT OF THE 270 GRADUATES 
How Employed Number Per Cent 
Employed for wages full time 211 78.1 
Housewife 24 8.9 
In school full time 21 7.8 
In armed forces 9 3.3 
Religious teachers 4 1.5 
Employed for wages part time 1 .4 
Total 270 100.0 
16 
Table II shows the various types of businesses in which 
the 211 graduates engaged in full-time work were employed at 
the time of the study. Manufacturing concerns rated the 
highest frequency, with insurance offices ranking a close 
second. Thirty-two, or 15.2 per cent, of the graduates were 
employed in public utilities, while 52, or 24.6 per cent, 
were distributed among banking, civil service, professional, 
and department store offices. 
TABLE II 
TYPES OF BUSINESSES IN WHI:CH THE 211 GRADUATES ENGAGED 
IN FULL-TIME WO RK lft.IERE EMPLOYED 
Type of Business Number Per Cent 
Manufacturing 4? 22.3 
Insurance 3? 17.5 
Public Utili ties 32 15.2 
Banking 18 8.5 
Civil Service 13 6.2 
Professional ll 5.2 
Department Store 10 4.7 
Educational Ins ti tu tion 7 3.3 
Chemist 6 2.8 
Publishing 5 2.4 
Finance 5 2.4 
Grocery 5 2.4 
Others 15 7.1 
Total 211 100.0 
l? 
The next chapter will contain a review of employer 
surveys which have been made in recent years and which relate 
to the study of the writer. 
CHAPTER III 
REVIEW OF RELATED LITERA TUBE 
A few surveys of employers which have been made in 
recent years and are related to the writer's study will be 
reviewed in the present chapter. Of the seven studies 
reviewed, only one was of a nation-wide character. Three of 
the studies were made in other parts of the country; namely, 
Pennsylvania, Ohio, and Nebraska. Two others were made in 
the surrounding areas of New Bedford and Natick, Massachusetts. 
The final study included in the chapter is a follow-up which 
was made in Cambridge, Massachusetts, and which relates to the 
work of the present survey. 
In a study made by Carlson7 in 1946, an attempt was made 
to discover the reaction which a selected group of businessmen 
possessed relative to the employability of high school 
graduates. Two other purposes were involved: to discover 
the strong and weak points in the teaching of our high school 
business course and to discover the steps which business and 
our schools can take together to improve existing conditions. 
After first ascertaining the business requirements of 20 repre-
sentative employers in the Boston-Worcester area, a questionnaire 
and letter were sent to 43 representative business firms in 
various sections of the country. 
7 Carlson, Gunhild, Reactions of Selected (60) Businessmen 
Relative to the Employability of High School BuSiness Course 
Graduates, Master's Thesis, Boston University, 1946, 70 pp. 
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On the basis of this investigation, the following findings 
were made: 
1. Businessmen in general are willing and eager to 
cooperate with the high schools in the business 
training of the students. 
2. There is almost complete agreement among these 
businessmen as to the necessity for the school 
to develop a well-integrated personality as well 
as job competencies in their students. 
3. Business manners or deportment were given first 
place in this need for personality development. 
Other outstanding traits to be developed were: 
sense of responsibility, courtesy, office manners, 
attitude toward work, less confidence in their own 
importance, and a greater desire to work and earn 
advancement. 
4. Schools are successfully developing speed profi-
ciency in business subjects. However, there is 
also emphatic agreement on the point that speed 
without accuracy is valueless. Accuracy and 
neatness were most frequently listed as among the 
prime objectives in the teaching of business subjects. 
5. Since the teacher's personality and competency 
are all-important in the development of proper 
business attitudes and job competencies, it was 
urged by these businessmen that teachers seek to 
establish business standards in their teaching in 
so far as possible. This necessitates greater 
interest and knowledge in actual business require-
ments. To maintain instructional standards based 
on job requirements, the teachers must have ex-
perienced these requirements by having completed 
similar duties satisfactorily themselves. 
Some of the recommendations made as a result of the 
study were: in-service training for teachers is necessary in 
order to keep in touch with the constantly changing require-
ments of business and should be provided for all business 
teachers; as a result of this proposed business experience, 
a closer relationship would exist between the employer and 
the business teachers; the business curriculum should be 
modified to meet the requirements of local business; student's 
20 
programs should be arranged, so that they can spend alternate 
two-week periods in school and at work, in order to afford 
continuity of service to the employer and develop an on-the-
job confidence which would prove of invaluable aid to the 
student in his later placement; and finally, business educa-
tion should improve its methods and procedures considerably 
to keep in-service training for employees to the minimum. 
In a study to determine what business management believes 
to be factors that make for success in various types of office 
positions and what they consider to be instances of competen-
8 
cies and shortcoming, Gibbons sought information to enable 
the business departments of schools to develop a business 
education program which would better prepare students to meet 
the standards expected of office workers. 
A four-page questionnaire, listing fourteen different 
office positions, was sent, together with a letter of intro-
duction from Hugh A. Wichert, National Chapter President of 
NOMA, to 56 office managers of business firms in Omaha, 
Nebraska. In addition, 40 interviews were made. From the 
fifty-six businesses, forty-six responses were obtained. Some 
of these responses consisted of both the questionnaire and 
the results of the personal interview; others consisted of 
either the questionnaire or the interview notes. 
8 Gibbons, Sister Eileen Marie, Factors That Make For 
Success in Office Positions As Reported~ OffiCe~agers, 
Master of Arts, University of Nebraska, 1949, 94 pp. 
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Based on the evidence of the study, the following 
conclusions were reached: 
l. 
2. 
3. 
4. 
In the training of students who expect to hold 
any type of office position, dependability and 
industry are essential. 
Accuracy and training in basic skills are by no 
means secondary in such positions as Typist, 
Accounting Clerk, Cashier, Calculating Machine 
Operator, Mail Clerk, General Clerical Worker, 
Stenographer, Filing Clerk, and Duplicating 
Machine Operator. 
Personality and skill in dealing with people 
are very important factors for Receptionists, 
Telephone Operators, Administrative Secretaries, 
and Cashiers, but not necessarily of primary 
importance in all office positions. 
Many factors of primary importance in some 
positions are only relatively important in others. 
Of primary importance are: 
Responsibility in the position of Secretary 
Executive ability in the position of Adminis-
trative Secretary 
Honesty in the position of Cashier 
Neatness and order in the position of Dupli-
cating Machine Operator 
Voice in the position of Telephone Operator 
5. Many factors while not listed as first requisites 
by office managers are, nevertheless, considered 
very important: 
Speed in the positions of Typist, Mail Clerk, 
Machine Operator, Clerical Worker, Stenographer, 
and Secretary 
Neatness and order in t he position of stenog-
rapher, Typist, and Accounting Clerk 
Grooming in the position of Receptionist 
Memory in the position of Filing Clerk 
English in the position of Stenographer 
Initiative in the position of Administrative 
Secretary 
Liking to work with figures in the position 
of Accounting Clerk 
Knowledge of organization in the position of 
Administrative Secretary and Mail Clerk 
Cooperation in all types of office jobs 
6. Other factors, such as a general education 
background, need for higher mathematics, need 
for more extensive reading, need for guidance, 
and the like, while not running high in any 
one position, nevertheless, are indicated in 
the comments as necessary in the training of 
office employees. 
7. After discovering the type of position best 
fitted to the abilities and interests of the 
student, the school should endeavor to train 
him in the light of the factors that make for 
success in that particular type of position. 
22 
Another interesting study made by the commercial education 
study committee of the Pittsburgh Board of Public Education9 in 
1948 had for its purposes: to obtain a list of duties per-
formed in each job classification and to determine the rela-
tive importance of such duties as measured by weighted frequency; 
to discover the pattern of duties in each job classification; 
to obtain recommendations from employers for additional school 
training needed to improve office work; to group job classi-
fications to indicate possible areas of training; and to 
make recommendations for the use of such data in planning the 
business education program. 
~uestionnaires were developed and mailed to 112 business 
firms, 68 of which were members of NOMA. A return of 1168 
employee returns from 33 firms and 58 employer returns from 
46 fir.ms was obtained. 
9 
Board of Public Education, "Survey of Office Duties and 
Employer Recommendations for Improved High School Training,n 
Bulletin of Pittsburgh Schools, vol. XXII.I, September-October, 
1948, 43 pp. 
23 
Some of the outstanding findings in this study were: 
1. Answering the telephone ranked highest as reported 
by 1404 of the 1668 office workers. This duty 
ranked first for the recordkeeping group, second 
for the clerical and office machine operator groups, 
and seventh for the stenographic group. 
2. Typing letters was the duty of highest frequency 
reported by all of the 84 secretaries and 357 of 
the 359 stenographers. Using the Stenotype was 
the lowest in frequency. 
3. Filing was the duty of highest frequency as re-
ported by 542 of the 648 general clerical workers, 
while the use of the telephone was ranked highest 
in the recordkeeping group. 
4. Filing was the most frequently performed duty in 
the machine operating group, having been performed 
by 74 of the 113 individuals in this group. 
5. Employers' recommendations for additional school 
training were ranked as follows: 
a. Sense of responsibility 
b. Accuracy 
c. Spelling 
d. Initiative 
e. Punctuality 
6. In the stenographic group, only two of the secretaries 
were males. Eighty-one were females and one did not 
specif'y. 
As a result of the study, the following recommendations 
were made: a commercial program should be prepared which will 
lead to vocational competency in the field indicated by this 
and previous surveys; courses of study should be prepared to 
conform to the findings of this survey and other surveys; 
cooperative training should be provided to increase the effec-
tiveness of high school business programs; plans should be 
prepared to use regular classroom situations in the develop-
ment of personality traits and business attitudes; a booklet 
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should be developed for the use of counselors, homeroom 
teachers, and pupils, in which the various . business subjects 
are described in terms of context, objectives, and values 
for vocational opportunities, or for general education; 
general use machines, such as adding machines, duplicating, 
check writing, stapling machines, postal scale, various kinds 
of typewriters and telephones should be made available for 
all courses in which need of them is indicated, while special-
ized machine training should be given in separate courses. 
Roche10 conducted a survey in 1952, the major purpose of 
which was to evaluate the training program of the Business 
Education Department of New Bedford High School in terms of 
its deficiencies and weaknesses and to seek suggestions as to 
ways in which those deficiencies and weaknesses could be over-
come. Another purpose was to determine the activities and 
duties most frequently performed by office workers and to aid 
the curriculum makers and instructors in revising the curri-
culum and reorganizing existing courses of study. 
Some of the significant findings in this study were: 
1. Of the 80 businessmen responding, only 28, or 35 
per cent, used the New Bedford High School Guidance 
and Placement Service most frequently as a means 
10 
of securing applicants for office positions, while 
40 per cent depended most frequently upon recom-
mendations of employees, 23 per cent used newspaper 
applications, and 27 per cent either letters of 
application or personal application. 
Roche, Catherine E., Survey of Eighty New Bedford Business 
Firms and ~ Job-Activity Analysis of Employees in Selected New 
Bedford Businesses, Master's Thesis, Boston University, 1952, 
126 PP• 
2. Seventy-four of the 80 respondents considered 
appearance to be the most important consideration 
in hiring new employees, and nine of these added 
the notation that the impression made during 
the personal interview was the determining factor. 
3. The greatest number of job opportunities for both 
men and women were in sales and general clerical 
work. 
4. Honesty was the most important requirement for 
advancement in business with accuracy considered 
next in importance, even before skill and speed. 
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5. The most common deficiencies noted in new employees 
were failure to check work for accuracy and lack of 
ability to compose letters. 
6. Only 18, or 23 per cent, of the respondents indi-
cated that their firms used employment tests. 
7. Only 26 per cent of the respondents were familiar 
with the "Simplified Letter" advocated by the National 
Office Management Association, and only 13 per cent 
favored ita use in general. 
8. Thirty-six per cent of the firms were willing to 
supply speakers for students in the business course, 
and 51 per cent were willing to permit business 
students to visit. 
A community survey of business firms with implications 
for improving the business education program of Natick High 
11 School, Natick, Massachusetts was conducted by Walsh. An 
employer check list and an employee check list were used in 
collecting the data. These check lists were mailed to a repre-
sentative group of 100 businessmen in Natick, Massachusetts. 
Although the per cent of return was not too high, 46 per cent, 
the data compiled was considered of sufficient value to warrant 
making some improvements in the business education program. 
11 
Walsh, Barbara, A Community Survey of Business Firms 
With Implications For Improving The Business Education Program 
of Natick High School, Natick, Massachusetts, Master's Thesis, 
Boston University, 1951, 91 pp. 
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The study revealed that the average high school graduate 
should encounter little difficulty in seeking employment with 
regard to the requirements of age, education, sex, and expe-
rience. Personal application was reported by 57 per cent of 
the employers as presenting the best opportunity for the high 
school graduate of a business curriculum to find initial em-
ployment. The next in importance was hiring employees through 
the medium of the high school. Fifty per cent of the employ-
ers were in favor of doing this. Employment agencies were 
not reported as being used to a noticeable degree by employers 
seeking help. 
Selling positions offered the greatest possibilities for 
boy graduates from the high school, while stenographic, book-
keeping, and general clerical fields held the greatest employ-
ment possibilities in Natick for the girl graduates of a high 
school business curriculum. 
The employers felt that a sense of responsibility, accu-
racy, and courtesy were factors that needed greater attention 
in school, along with English, mathematics, bookkeeping, and 
spelling. Typing and filing were the skills most commonly 
advocated for school training. On the whole, however, the 
employers were satisfied that the business education program 
at Natick High School was providing its graduates with both 
general background education and skill training. A majority 
of reporting employers had no set standards of speed for 
typing, dictation, and filing. Reasonable speed and accuracy 
were the standards given by most employers. 
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To evaluate the reaction of a selected group of business-
men relative to the employability of high school business 
12 
course graduates, Del Tedesco asked the following: Are high 
school business course graduates adequately prepared in the 
skill areas of typewriting, shorthand, bookkeeping, and office 
machines to meet employment demands? What are major weaknesses 
in these areas and what do employers consider to be desirable 
achievement standards in these areas for successful initial 
employment? ~~at suggestions can employers offer which would 
improve instruction in the business skill areas? Do high 
school business course graduates meet the personality require-
ments for work in the modern business office? Are the high 
schools overemphasizing the highly vocational subjects and 
underemphasizing the business training that could be used by 
all graduates? 
An interview check-sheet questionnaire was developed to 
eliminate unnecessary writing, to save time, and to simplify 
the tabulation of data. A detailed list of business concerns 
in Columbus, Ohio, was secured from the Chamber of Commerce, 
and from this list 40 firms hiring beginning office employees 
were selected. Interviews were planned to last one-half an 
hour--some lasted almost two hours due to employer interest--
and first-hand information was obtained through observation of 
12 Del Tedesco, Mary M., Reactions to the Employability 
of High School Business Course Graduates; Master's Thesis, 
Ohio State University, 1949, 84 pp. 
work being done in the stenographic, typing, mimeographing, 
and filing departments and pools. 
The findings of this survey revealed the following: 
1. The majority of employers expressed the opinion 
that high school business course graduates whom 
they employed followed directions intelligently, 
made good use of their time, exercised good judg-
ment, were capable of caring for office supplies, 
and operating the mimeograph machine. 
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2. A majority of the employers considered that their 
beginning employees were deficient in the following 
knowledges, skills, and attitudes: spelling, filing, 
ability to operate the adding machine, bookkeeping 
machine, transcribing machine, ditto machine, and 
in telephone technique. 
3. Although only fifty-five per cent of the employers 
agreed that our high school typists are employable, 
they concluded that there were definite weaknesses 
in the ability to make neat erasures and to tabu-
late. 
4. The majority of employers expressed the opinion 
that high school business course graduates whom 
they employed must transcribe their shorthand 
immediately in order to make mailable copies. 
5. A majority of the employers considered that their 
beginning employees were deficient in the following 
skills: taking notes with ease, transcribing with 
accuracy, making mailable copies without making 
rough drafts, and using a pencil while taking notes. 
6. The majority of employers expressed the opinion that 
high school business course graduates whom they 
employed do have a general knowledge of the terminol-
ogy of bookkeeping, know a debit from a credit, 
know how to write a check, and know what a petty 
cash fund is, but a large majority of the employers 
considered their beginning employees deficient in 
knowing how to handle funds, making change, separa-
ting bills and change, and knowing how to work with 
business forms. 
7. The majority of employers expressed the opinion 
that high school business course graduates whom they 
employed do work well with others, accept suggestions, 
dress for the occasion, care for their health, ad-
just themselves to situations, and are punctual in 
arriving in time for work. 
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Del Tedesco recommended that teachers responsible for 
o f fice work should represent men and women trained profession-
ally, e xperienced in business, and aggressive in leadership. 
She als o recommended that teachers shc uld seek to stress and 
establish business standards in their teaching as far as pos-
sible, .but they must have to experience these requirements to 
be succe s sful. Time off should be given to business educators 
in order to contact businessmen and find out what kind of 
trainin g to give, and these needs should be brought to the 
attention of the school board. If the school is to meet bus i -
ness on an equal basis, then business education and business 
must work hand in hand. 
A follow-up study of St. John High School business course 
graduates preceded the present study made by the writer. In 
13 
this f o llow-up study, McDonald tried to determine the effec-
tiveness o f the business education program and to determine 
the duties most frequently performed by the graduates, with 
implicat i on for curriculum revision. 
A questionnaire and a checklist were the means used to 
solicit the information and these were mailed to 290 graduates 
of the business education department. A total of 270 returns 
were received, and fr om these replies the following informa-
tion was obtained: the majority of the graduates were doing 
the work for which they had been trained in scho ol; the intel-
lig ence test was the one most frequently given to applicants 
13 
McDonald, QE• cit., pp. 98, 103. 
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for beginning positions; the largest percentage of graduates 
found their beginning positions in insurance offices. 
The majority of the graduates showed a preference for 
large offices both in their initial positions and in the 
positions held at the time of the study; the beginning 
wages of the 211 respondents ranged from $25 to $60 weekly, 
and average wages for the five-year period were in the $30-$34 
a week range. Typewriting was the most helpful subject f'or 
72 per cent of the respondents; English, bookkeeping, short-
hand, and business arithmetic were next in order. One-third 
of the graduates indicated that a course in business machines 
would have been helpful to them, but the majority of the 
graduates indicated that they were able to adjust themselves 
to their positions satisfactorily. Sixty per cent reported 
they had not used their shorthand skill. 
The following were some of the recommendations made as 
a result of the study: 
1. Consideration should be given to making Business 
English available to all business students. 
2. A class in transcription should be formed, so that 
there would be more time available in the typing 
class for the activities which need emphasis. 
3. · Since only 40 per cent of the graduates used their 
shorthand skill in their initial positions, it 
would seem that the subject should not be required 
of every student in the business curriculum. Only 
the students who show ability in this subject should 
be allowed to take a second year of shorthand. 
4. A study should be made of the employers of these 
same graduates to determine whether or not they 
have been efficient office workers. 
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The present study made by the writer is the result o~ 
the final recommendation made in the McDonald study, and is 
concerned with seeking the opinions of most of the employers 
of these graduates. 
Almost all o~ the research studies reviewed in the chap-
ter point out that in order to prepare business students ~or 
their future work, business educators will have to establish 
a closer relationship with business itself. One of the most 
ef~ective ways suggested for obtaining that closer relation-
ship was for business teachers to obtain business experience. 
Another suggested procedure was for the student to participate 
in the cooperative training program. In glancing over these 
surveys, it is also clear that textbooks, lectures, charts, 
and pupil recitations alone do not prepare the young student 
for the office, but rather classroom situations which combine 
some of the above with demonstrations enriched by the experi-
ence of the teacher and made more meaningful by the contribu-
tions of local business. The very constructive criticisms 
made in the studies is an indication that business, too, is 
anxious to establish this relationship. 
The following chapter contains the procedures used by 
the writer in conducting this study. 
CHAPTER IV 
Procedures 
The following were the procedures used in making this 
study: 
1. Permission to make the survey of the employers was 
obtained from the pastor and from the principal of the 
school. 
2. Similar studies made in recent years were analyzed 
in order to obtain a background for the study. 
3. A questionnaire and letter of transmittal were 
prepared. 
4. The questionnaire was submitted to the seminar in 
business education conducted at Boston University and 
revised according to the suggestions or criticisms made by 
the seminar. 
5. A mailing list of 124 employers of the graduates 
of the classes of 1948, 1949, 1950, 1951, and 1952 was 
compiled. The names of these employers were obtained from 
a recent follow-up study of these same graduates. 
6. On October 26, 1953, a follow-up letter was mailed 
to the employers from whom there had been no reply. Additional 
copies of the questionnaire were sent to those employers 
who requested them. 
8. The data received were tabulated and analyzed. 
9. The summary and recommendations were made, based 
upon the findings of the study. 
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In order to insure a fairly high return, the question-
naire was formulated so as to require the least possible 
time in checking. With the exception of two items, all of 
the 15 items on the questionnaire could be answered merely 
by placing a check mark in the appropriate places. 
The information sought in the questionnaire was divided 
into two categories: 
1. Information relating to the selection of employees, 
equipment, salaries, and general requirements of the firms 
participating in the study. 
2. Information relating to the evaluation, criticism, 
or suggested improvement of the business education program at 
St. John High School. 
This information was to supplement that already obtained 
from the graduates through a follow-up study made by McDonald. 14 
One of the instruments used in the follow-up study was a 
survey report. The instrument used by the writer in the 
present study included a few of the items contained in that 
survey report. The purpose of this was to get the employers' 
side of the question as well as that of the graduates. 
An activity analysis of employees was not included in 
this study, since the follow-up study of these same graduates 
included a survey of activities in typing, secretarial work, 
filing, bookkeeping, office machines, and other office activi-
ties. This was felt to be sufficient for the purposes involved. 
14 
Ibid., 125 PP• 
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The writer's questionnaire was mailed on October 1, 1953, 
accompanied by a letter of transmittal and a stamped, ad-
dressed return envelope. The recipients of these question-
naires were 124 representative employers of the graduates of 
the classes of 1948, 1949, 1950, 1951, and 1952, whose names 
had been previously submitted by the graduates. 
At the end of the first week, October 7, 1953; 52 of the 
questionnaires were returned. Four of these were blank and, 
therefore, could not be used in the study. During the second 
week, . ten additional returns were received. No others came 
in the following weeks until after a follow-up letter had 
been sent to those not replying. As a result of sending the 
follow-up letter on fi ctober 26, 1953, an additional return of 
26 questionnaires was made, only one of which could not be 
used. This made a total of 88 questionnaires, or 71 per cent, 
returned; only 83, or 67 per cent, could be used in this study. 
Thirty-six questionnaires, or 29 per cent, were not returned 
at all. 
Although the per cent of return was not very high, it was 
considered to be of sufficient value as to allow the study to 
serve as one of the bases for improving or revising the 
business curriculum. 
The five questionnaires which were returned blank were 
accompanied by letters containing statements similar to the 
following: 
"We regret that we cannot answer these questions, 
since we do not employ St. John graduates at 
present and have no information that would be of 
any value." 
nwe have been in a process of' liquidation since 
.·January of' this year and have only 2 employees 
left who cannot answer these questions the way 
they should be answered." 
All of' the f'ir.ms participating in the study expressed 
their willingness to be of' help in any way possible. Many 
of' them submitted, without solicitation, copies of' their 
tests, pamphlets, or other printed materials, while others 
sent names and phone numbers of' special representatives of' 
their companies who would be willing to visit the school 
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and give information in greater detail. This co-operation 
was a source of' inspiration to the writer and an indication 
that business is ready to help the school solve the many 
problems involved in preparing students f'or the business 
world. 
The data obtained from the Information Sheet will be 
analyzed in the following chapter. 
CHAPTER V 
ANALYSIS AND INTERPRETATION OF DATA 
The questionnaire was the means used to obtain the 
data summarized in this chapter. 
TABLE III 
RETURNS FROM THE QUESTIONNAIRE 
Time Number Per Cent of Received Returns 
First week 48 38.7 
Second week 10 8.1 
Third week--Follow-up 25 20.2 
Total 83 67.0 
As indicated in Table III, eighty-three, or 67 per cent, 
of the questionnaires were returned within a period of a 
little over three weeks. A follow-up made during the third 
week resulted in a notable increase of 20.2 per cent in the 
number of returns. The business firms involved in the 
study were prompt and cooperative in making replies. 
TABLE IV 
LOCATION OF THE BUSIN"ESS FIBMS PARTICIPATING 
IN THE STUDY 
Number of Per Cent of Place Firms Returns 
Boston 46 55.4 
Cambridge 28 33.8 
Watertown 4 4.8 
Others 5 6.0 
Total 83 100.0 
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Forty-six, or 55.4 per cent, of the firms participating 
in the study were located in Boston as can be seen in Table 
IV. Cambridge ranked second with a response from 28, or 33.8 
per cent, of the employers located there. Only four firms 
replied from Watertown, and one firm each from the following 
areas: Roxbury, Charlestown, Brighton, Newton, and Somerville. 
Insurance companies, as indicated in Table V, had the 
largest representation in the survey with a frequency of 
15, or 18.3 per cent. The next highest in rank were the 
manufacturing concerns which numbered fourteen. Ten, or 
12 per cent, listed themselves as banking establishments, 
while the next largest groups were classified as public utility, 
wholesale distributing, research, and civil service. 
A list of the firms participating in the survey has been 
included in the appendix. 
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TABLE V 
CLASSIFICATION OF THE FIRMS PARTICIPATING IN THE SURVEY 
Type of Business Number Per Cent of 
Returns 
Insurance 15 18.3 
.Manufacturing 14 16.9 
Banking 10 12.0 
Public Utility 5 6.0 
Wholesale Distributing 5 6.0 
Research 5 6.0 
Civil Service 4 4.8 
Printing and Publishing 3 3.6 
Chemical 3 3.6 
Electronic 3 3.6 
Transportation 3 3.6 
Electrical Contracting 2 2.4 
Professional 2 2.4 
Retail 2 2.4 
Finance 1 1.2 
Dairy 1 1.2 
Chain Store 1 1.2 
Photographer 1 1.2 
Carpentry 1 1.2 
Employment Agency 1 1.2 
Hospital 1 1.2 
Total 83 100.0 
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TABLE VI 
NUMBER OF OFFICE EMPLOYEES IN THE FIRMS 
Number of Number of Per Cent of 
Office Employees Replies Returns 
1 - 5 13 15.7 
6 - 10 7 8.4 
11 - 25 11 13.3 
26 - 50 14 16.9 
51 - 100 8 9.6 
100 - 400 10 12.0 
500 - over 19 22.9 
Did not specify 1 1.2 
Total 83 100.0 
In order to determine the relative size of the offices 
into which the graduates bad gone, the employers were asked 
to list the number of office employees in their firms. 
Reference to Table VI will show that over 60 per cent 
of the firms bad 25 or more employees working in their offices. 
The highest frequency, 19, or 22.9 per cent, fell in the 
category of those employing 500 or more. Fourteen, or 16.9 
per cent, of the firms hired from 26 to 50 workers, while 
closely following were those who hired from one to five 
employees. Ten, or 12 per cent, of the firms had from 51 to 
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100 office workers, and eight, or 9.6 per cent, hired from 
51 to one-hundred. Only one concern did not answer this ques-
tion. 
The fact that so many of the graduates have gone into 
large offices should be a significant factor in judging the 
objectives of the school. Consideration should be given to 
preparing the students for work in large offices, especially 
since a more specialized type of work is required of the 
individuals who work in such offices. 
When asked to give the procedures used in selecting their 
employees, the employers listed more than one procedure. As 
a result, there are no totals in Table VII. 
The moat frequently used procedure in selecting employ-
ees, as reported by the employers, was personal application. 
This procedure had a frequency of 55, or 66.5 per cent, of 
all the firma reporting. However, over one-half of the 
employers used personal application, the high school, and/or 
employment agepcies as a means of obtaining their personnel. 
Forty-one, or 49.4 per cent, sought the recommendations of 
other employees, while only one-fourth of the firms used 
advertisements or turned to friends or relatives. 
41 
TABLE VII 
POOCEDURES USED IN SELECTING EMPi..OYEES 
Procedures Number of Firms Per Cent 
Personal application 
Through the high school 
Employment agencies 
Recommendations of other 
employees 
Advertisement 
Friends or relatives 
Civil service examination 
Through secretarial school 
From the ranks 
Did not specify 
55 
44 
44 
41 
27 
23 
5 
1 
1 
1 
65.5 
53.0 
53.0 
49.4 
32.5 
27.7 
6.0 
1.2 
1.2 
1.2 
From the results of the tabulation in Table VIII, it 
can be seen that a little over two-fifths of the employers 
stated that education and recommendations would have a great 
influence upon their selection of an employee. A little less 
than one-third considered experience a factor that would have 
a great influence. Only 12 per cent of all those replying 
said that age would greatly influence their choice of a worker. 
When requested to indicate those factors which would 
have only some influence on their selection of workers, how-
ever, 50 per cent of those responding placed a checkmark 
beside age. Over 49 per cent indicated that education and 
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high school grades would have some influence, while a little 
less than 40 per cent signified that sex and experience 
would receive some consideration. 
TABI.E VIII 
FA,CTORS I NFLUENCING THE SEI.ECTI ON OF EMPI..OYEES 
Extent of Influence 
Factor To a great To some Not at Total 
extent extent all 
Number Number Number 
Age 10 42 31 83 
Sex 19 33 31 83 
Education 38 38 7 83 
Experience 26 32 25 83 
Test Results 18 26 39 83 
High School Grades 21 35 27 83 
Recommendations 37 28 18 83 
Test results had a frequency of 39, or 47 per cent, in 
the category ___ of those factors having no in.fluence upon the 
selection of an employee. The factors having the next 
highest .frequency in this same category were age and sex. 
Only slightly more than 8 per cent of the employees indicated 
that education would have no influence upon their choice of 
a worker. 
TABLE IX 
WAGES FUR INITIAL TYPING POSITIONS 
Wages Number of Per ·Cent of Firms Returns 
$25 - $29 0 0 
$30 
- $34 8 9.6 
$35 - $ 39 31 37.4 
$40 - $44 20 24.1 
$45 
- $49 5 6.0 
$50 - $ 54 0 0 
$ 55 - $ 59 0 0 
$ 60 - over 0 0 
Did not specify 19 22.9 
Total 83 100.0 
Table I X shows the initial wages offered for typing 
positions by those employers participating in the survey. 
Thirty-one, or 37.4 per cent, of the firms offered from 
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$35 to $39 weekly. The next highest percentage, 21.4 per 
cent, paid salaries of from $40 to $44 a week. No firm 
offered less than $30 to $34 a week to beginning typists. 
Nineteen firms did not indicate what amount they paid their 
typists. 
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TABLE X 
WAGES OFFERED FOR INITIAL BOOKKEEPING POSITIONS 
Wages Number of Per Cent of 
Firms Returns 
$25 - $29 0 0 
$30 - $34 5 6.0 
$35 - $39 20 24.1 
$40 - $44 19 22.9 
$45 - $49 13 15.7 
$50 - $54 5 6.0 
$ 55 - $59 2 2.4 
$60 - over 1 1.2 
Did not specify 18 21.7 
Total 83 100.0 
The replies given in answer to a request for information 
concerning beginning salaries for bookkeepers indicated that 
the greatest number of employers, 20, or 24.1 per cent, paid 
their bookkeepers an initial wage of from $35 to $39 a week. 
Ranking very closely to this group, however, were those who 
paid from $40 to $44. Thirteen, or 15.7 per cent, offered a 
salary of from $45 to $49 a week. Five concerns paid salaries 
in the $30 to $34 range, but no firm went below $30 a week. 
One employer paid an initial salary of $60 or over. Nine-
teen employers did not answer this question. 
- ----
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TABLE XI 
WAGES FOR INITIAL STENOGRAPHIC POSITIONS 
Wages Nwnber of Per Cent of Firms Returns 
$25 - $29 0 0 
$30 - $ 34 3 3.6 
$35 - $39 19 22.9 
$40 - $44 28 33.8 
$45 - $49 11 13.3 
$50 - $54 6 7.1 
$ 54 - $ 59 2 2.4 
$ 60 - over 0 0 
Did not specify 14 16.9 
Total 83 100.0 
Table XI shows a greater number offering higher wages for 
beginning stenographic positions than do Tables IX and X for 
the typing and bookkeeping positions. Twenty-eight, or 33.8 
per cent of those replying, paid their stenographers a begin-
ning wage of from $40 to $44 a week. Nineteen, or 22.9 per 
cent, offered a weekly wage of from $35 to $39. Eleven firms 
paid from $45 to $49, and only three paid from $30 to $34 a 
week. Fourteen, or 16.9 per cent, of the employers did not 
indicate what salary they paid. 
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TABLE XII 
WAGES FOR INITill, CLERICAL POSI:TIONS 
Wages Number of Per Cent of' Firms Returns 
$25 - $ 29 1 1.2 
$30 - $34 16 19.3 
$35 
- $39 25 30.1 
$40 - $44 24 28.9 
$45 - $49 3 3.6 
:jti 50 
- $ 54 0 0 
$55 - $ 59 0 0 
$ 60 - over 0 0 
Did not spe cif'y 14 16.9 
Total 83 100.0 
It is interesting to note f'rom Table XII: that 50 per cent 
of' the salaries paid to beginning clerical workers were f'rom 
$25 to $39 a week. The highest percentage, 30.1 per cent, 
occurred in the $35 to $39 range. Twenty-four, or 28.9 per 
cent, of the employers paid a weekly wage of' from $40 to $44. 
No employer offered a salary above $49 for a beginning clerical 
job, and fourteen did not signify how much they paid. 
TABLE XIII. 
SOME OF THE MOST IMPORI'ANT QUALIFICATI.ONS NE(CESSAHY 
FOR PROMOTION IN THE OPI NI.ON OF THE EMPI,OYERS 
Q,ualifications 
Personality 
Length of service 
Additional skill in shorthand 
Additional skill in bookkeeping 
Additional skill in typewriting 
Further schooling 
General ability 
Eaquisites for job under consideration 
Job knowledge 
Ambition 
Productivity 
Merit 
Interest in work 
Accuracy 
Attendance 
Executive ability 
Did not specify 
Number of 
Firms 
56 
37 
30 
28 
26 
25 
12 
7 
5 
4 
2 
2 
1 
1 
1 
1 
7 
Per 
Cent 
67.5 
44.6 
36.1 
33.8 
31.3 
30.1 
14.5 
8.4 
6.0 
4.8 
2.4 
2.4 
1.2 
1.2 
1.2 
1.2· 
8.4 
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Personality was one of the most important qualifications 
necessary for promotion according to 67.5 per cent of the 
employers, while length of service ranked second. Many of the 
checkmarks placed beside "personality" were underlined and 
heavily outlined in order to impress upon the writer how 
strongly these employers felt about the importance of this 
particular qualification. 
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A little over 30 per cent of those replying considered 
additional skill in shorthand, additional skill in bookkeeping, 
additional skill in typewriting, and further schooling to be 
some of the most important requisites for advancement. Many 
firms listed more than one qualification with the result that 
there could be no totals in Table XIII. 
When queried as to whether they were willing to hire men 
for certain situations, 52, or 62.7 per cent, of the firms 
claimed they would hire male workers for selling positions, 
and 33, or 39.7 per cent, said they would hire them for ma-
chine operating jobs. Twenty-eight employers were willing to 
take male workers for bookkeeping positions. Eighteen, or 21.7 
per cent, would accept them for general clerical jobs, but 
only three firms would consider men for secretarial work. 
Just two firms were willing to hire male workers for steno-
graphic work. 
Some coneerns stated, without giving a first preference, 
that they would hire either male or female workers for some 
of the jobs. Since a few of the positions specified in Tables 
XIV and XV did not exist in some concerns, these organizations 
were unable to indicate their preference. Thus, these tables 
are not totaled. 
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TABLE XIV 
POSITIONS FOR Vv1U CH THE EMPLOYERS WOULD HI HE MALE WORKERS 
Position Number of Per Cent Firms 
Selling 52 62.7 
Machine operating 33 39.7 
Bookkeeping 28 33.8 
General clerical 18 21.7 
Secretarial 3 3.6 
Stenographic 2 2.4 
Did not specify 6 7.2 
TABLE XV 
POSITIONS FOR WHI.CH EMPLOYERS WOill,D HI RB FEMALE WOHffiRS 
Position Number o:f Per Cent Firms 
Stenographic 75 90.4 
General clerical 74 89.2 
Secretarial 72 86.7 
Bookkeeping 65 78.3 
Machine operating 58 69.9 
Selling 9 10.8 
Did not specify 6 7.2 
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As can be seen in Table XV, over 80 per cent of all 
the employers were w:i'lling to hire female workers for steno-
graphic, general clerical, and secretarial positions. The 
highest percentage, 90.4 per cent, fell in the stenographic 
area. Sixty-five firms would accept women fo~ their book-
keeping jobs and almost 70 per cent would consider them for 
machine operating positions. Only nine firms were willing to 
hire women to do their selling. 
~~th the exception of the general clerical and secre-
tarial positions, Table XV is the reverse of Table XIV in 
order of rank. 
In an attempt to see if graduates of St. John High 
School were still in the employ of the concerns taking part 
in the survey, the employers were asked to give the number of 
graduates working for them at the time of the study. Thirty-
nine employers stated that from one to four graduates were 
working for them. Eighteen, or 21.7 per cent, of the employers 
indicated that graduates were recently in their employ, but 
had since left for other positions. The next highest in 
rank were the firms who employed from five to nine graduates. 
Two firms had from 15 to 19 of the graduates in their ranks, 
and one company had as many as from 25 to 29. 
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TABLE XVI 
THE NUMBER O:F ST. J OHN HIGH SCHOOL GRADUATES WORKING FOR THE 
EMPLOYERS AT THE TD1E OF THE STUDY 
Number of Number of Per Cent Graduates Firms 
None 18 21.7 
1 
- 4 39 47.0 
5 - 9 5 6.0 
10 
- 14 0 0 
15 - 19 2 2.4 
20 
- 24 0 0 
25 - 29 1 1.2 
Did not specify 18 21.7 
Total 83 100.0 
Some of the eighteen firms who did not answer this ques-
tion gave as a reason for their inability to do so, the fact 
that it would be too time-consuming to take an actual count. 
Others claimed they had no means whereby they could obtain 
such information. All of the eighteen firma, however, claimed 
to have some graduates working for them at the time of the 
study. 
The extent to which the employers found the graduates 
deficient in various factors can be seen in Table XVII. It 
was interesting to note that 24 employers did not answer this 
Boston University 
School of Education 
Library 
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question concerning the deficiencies. Some gave as a reason 
for not doing so, the fact that they did not feel qualified 
to evaluate the graduates. Others said they had no desire 
to do it. 
Of the 59 employers who did evaluate the graduates, the 
majority gave favorable replies. The total number of gradu-
ates found deficient in the various factors is given in the 
"Total" column of Table XVII. 
Initiative was a factor in which the employers noted the 
greatest amount of deficiency in the graduates. The next 
highest in frequency were: accuracy, efficiency, ability to 
get along with others, interest in work, following instruc-
tions, industry, and dependability. However, the number of 
firms reporting these deficiencies was not large, and the 
higher frequencies fell in the areas in which the graduates 
showed only some deficiency. 
Over one-half of the employers who evaluated the gradu-
ates found no deficiency in the following factors: ability 
to get along with others, interest in work, following instruc-
tions, industry, dependability, respec t for authority, cour-
tesy, intelligence, personal appearance, loyalty, honesty, 
neatness, and penmanship. 
t'l) 
UJ 
TABLE XVI.I 
THE EXTENT 'ID WHI,CH THE EMPLOYERS FOUND THE GRADUATES DEFI'CIENT IN 
THE FO.LEGWING F kCTO RS 
Factor No Some A Great Deficiency Deficiency Deficiency 
Initiative 40 15 4 
Efficiency 41 17 l 
Accuracy 41 18 0 
Ability to get along 
with others 42 13 4 
Interest in work 42 ll 6 
Following instructions 44 15 0 
Industry 44 ll 4 
Dependability 49 7 3 
Respect for authority 50 8 l 
Courtesy 52 5 2 
Intelligence 53 6 0 
Personal appearance 56 3 0 
Loyalty 56 3 0 
Honesty 58 l 0 
Neatness 58 0 l 
Others: 
Penmanship 58 0 l 
Twenty-four firma did not answer this question. 
Total 
19 
18 
18 
17 
17 
15 
15 
10 
9 
7 
6 
3 
3 
l 
l 
l 
TABLE XVIII 
NUMBER OF FTRi'viS WI LLING TO AI,LOW STUDENT VISITS 
Reply Number of Per Cent of Firms Returns 
Yes 36 43.4 
No 33 39.7 
Did not specify 14 16.9 
Total 83 100.0 
The employers were asked if they would be willing to 
allow small groups of students to visit their offices and 
in response to this question, 36 of them replied in the 
affirmative. Thirty-three of the firms said they would not 
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allow such visits, and 14, or 16.9 per cent, did not indicate 
one way or the other. Many of the negative replies were 
accompanied by statements similar to the following: 
Our office is too small and therefore 
it would not be worthwhile for the students 
to come. 
Other firms were most emphatic in their refusals. A 
list of those firms willing to accept student visits will be 
found in the appendix. 
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With respect to the need for greater emphasis on cer-
tain skills and knowledges, the employers were requested to 
indicate those upon which they felt the school should put 
more stress. Over one-half of all those responding thought 
that the school should put greater emphasis on: typing 
accurately, using the telephone, spelling, grammar, and taking 
dictation in shorthand. Typing accurately had the highest 
frequency. One-third or more of the employers suggested 
greater stress on arithmetic, using filing systems, meeting 
callers, and using calculating machines. 
Those skills and knowledges needing the least emphasis, 
in the opinion of the employers, were: using listing ma-
chines, using duplicating machines, salesmanship, penmanship, 
and addressing envelopes. 
TABLE XIX 
KNOWLEDGES AND SKILLS NEEDING GREATER EMPHASIS 
Knowledges and Skills 
Typing accurately 
Using the telephone 
Spelling 
Grammar 
Taking dictation in shorthand 
Arithmetic 
Using filing systems 
Number of 
Employers 
59 
52 
51 
48 
43 
36 
33 
Per Cent of 
Returns 
71.1 
62.7 
61.4 
57.8 
51.8 
43.4 
39.7 
TABLE XIX CONTINUED 
KNO WLEDGES AND SKILLS NEEDING GREATER EMPHASIS 
Knowledges and Skills 
Meeting callers 
Using calculating machines 
Composing at the typewriter 
Copying f'rom handwritten work 
Figuring, checking invoices 
Erasing 
Taking dictation f'rom records 
Typing special f'orms 
Using multiple carbons 
Making out bank deposits 
Typing f'orm letters 
Balancing cash 
Handling petty cash 
Using listing machines 
Using duplicating machines 
Salesmanship 
Penmanship 
Addressing envelopes 
Did not specif'y 
Number of' 
Employers 
33 
29 
24 
23 
23 
22 
19 
18 
17 
16 
14 
14 
13 
9 
8 
6 
4 
2 
6 
Per Cent of' 
Retums 
39.7 
34.9 
28.9 
27.7 
27.7 
26.5 
22.9 
21.7 
20.5 
19.3 
16.9 
16.9 
15.7 
10.8 
9.6 
7.1 
4.8 
2.4 
7.1 
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The number and kinds or orfice machines used by the 
employers in their offices are shown in Table XX. This in-
rormation was sought in an efrort to determine which machines 
should be given more emphasis if an office machine course 
were to be added to the curriculum. 
The highest ranking piece or equipment was the Royal type-
writer, 733 of which were used in the various offices of the 
employers. Ranking second, third, rourth, and rirth, were: 
the Underwood typewriter, Burroughs adding machine, I. B. M. 
typewriter, and the Remington typewriter. 
The next rive pieces of equipment according to rank 
were: the Marchant calculator, Addressograph, L. C. Smith 
typewriter, Burroughs calculator, and the Sunstrand adding 
and listing machine. The number of electric machines used was 
greater in this group. 
Some of the typewriting equipment at St. John High 
School at the time or the study consisted or 12 Royal type-
writers, 9 Underwood typewriters, 15 Remington typewriters, 
5 L. c. Smith typewriters, and one I. B. M. typewriter. All 
or these typewriters were manual, with the exception or the 
I. B. M. typewriter. Most of them were old machines, however. 
Comparison with Table XX shows that the rour highest 
ranking typewriters were available ror instruction at St. 
John High School. 
Rank 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
TABLE XX 
NUMBER AND KINDS OF O,FFICE MACHINES USED 
IN THE OFFICES OF THE EMPLOYEES 
Kind of Machine 
Royal typewriter 
Underwood typewriter 
Burroughs adding machine 
I. B. M. typewriter 
Remington typewriter 
Marchant calculator 
Addressograph 
L. c. Smith typewriter 
Burroughs calculator 
Sunstrand adding and listing 
machine 
Dictaphone 
Monroe calculator 
National Cash Register 
Comptometer 
Burroughs bank machine 
I. B. M. Key Punch 
Ediphone 
Check Protector 
Ditto duplicating machine 
Telephone switchboard 
Number of 
Manual 
647 
460 
32 
0 
180 
1 
68 
109 
6 
10 
2 
4 
4 
15 
0 
0 
3 
17 
13 
25 
Number of 
Electric 
86 
17 
245 
236 
12 
158 
64 
10 
103 
95 
100 
80 
77 
59 
65 
61 
57 
39 
42 
28 
Total 
733 
477 
277 
236 
192 
159 
132 
119 
109 
105 
102 
84 
81 
74 
65 
61 
60 
56 
55 
53 
58 
59 
TABEE· XX CONTINUED 
NUMBE'R AND KINDS OF OFFICE IflACHINES USED 
IN THE OFFICES OF THE EMPLOYERS 
Rank Kind o:f Machine Number o:f Number of Total ifanual Electric 
21 Friden calculator 0 51 51 
22 Audograph 0 51 51 
23 Burroughs posting machine 4 33 37 
24 Victor adding machine 12 22 34 
25 Mimeograph 9 19 28 
26 Remington adding machine 1 25 26 
27 National adding machine 0 24 24 
28 I. B. M. proof machine 0 13 13 
29 Graphotype 0 12 12 
30 Standard duplicating machine 3 8 11 
31.5 Edison V. P. 0 10 10 
31.5 Mul tili th 0 10 10 
33 Remington bookkeeping 
machine 0 7 7 
34 Gray audograph 1 5 6 
36 I. B. M. tabulator 0 3 3 
36 N. ,C. R. bookkeeping machine 0 3 3 
36 Jlultigraph 0 3 3 
39 I._. B. M. sorter 0 2 2 
39 N. c. R. proof machine 0 2 2 
39 Elliott-Fisher bookkeeping 
machine 0 2 2 
Rank 
44.5 
44.5 
44.5 
44.5 
44.5 
44.5 
44.5 
44.5 
TABLE XX CONTINUED 
NUMBER AND KINDS OF OFFICE MACHINES USED 
IN THE OFFICES OF THE EMPLOYERS 
Kind of Machine Number of Number of Manual Electric 
Allen adding machine 0 1 
Brandt coin sorter 0 1 
Todd check signer 0 1 
r. B. M. collator 0 1 
I. B. M. reproducer 0 1 
I. B. M. summary punch 0 1 
Soundscriber 0 1 
Audograph 0 1 
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Total 
1 
1 
1 
1 
1 
1 
1 
1 
The ten machines which were next highest in order of rank 
included: the Dictaphone, Monroe calculator, National Cash 
Register, Comptometer, Burroughs bank machine, I. B. M. key 
punch, Ediphone, Check Protector, Ditto duplicating machine, 
and the telephone switchboard. In this group the number of 
electric machines far exceeded the number of manual. 
Those machines which were used the least in the offices 
of the firms participating in the survey were: the Allen adding 
machine, Brandt coin sorter, Todd check signer, I. B. M. col-
lator, T. B. M. reproducer, I. B. M. summary punch, Soundscriber, 
and the Audograph. 
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At the time of the study, St. John High School owned 
the off'ice machines listed below. These were kept in the 
typewriting room and used at the discretion of the typewriting 
teacher in typewriting classes made up of from 25 to 35 stu-
de.nts. Comparison with Table XX shows that the equipment 
listed was not sufficient to meet the demands or the needs of 
the employers. Serious consideration should be given to making 
provision for an office machine course. 
Machine 
Dictaphone 
Standard duplicator 
Mimeograph 
Sunstrand adding machine 
Burroughs adding machine 
Comptometer 
Burroughs bookkeeping machine 
Number 
2 
1 
l 
l 
1 
1 
l 
~nen the employers were asked if t hey thought there 
should be a closer relationship between teachers and business-
men, 61, or 73.5 per cent, thought there should be closer 
relations, while only two, or 2.4 per cent, thought that this 
was not necessary. Twenty employers did not answer the ques-
tion. 
Since the majority of the businessmen said they were in 
favor of a closer relationship, this would seem to indicate 
that business in general is willing to cooperate in such a 
program. 
The employers were also asked to indicate if they thought 
that St. John High School was providing its graduates with 
satisfactory skill training. Thirty-six of the employers 
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replied in the affirmative, four employers answered negatively, 
and 43 employers did not answer this question. 
~fuen questioned as to whether the graduates of St. John 
High School had been provided with enough background general 
education, 38 employers replied favorably and only two employ-
ers answered negatively. Forty-three did not answer this 
question. 
Since over 50 per cent of the businessmen refused to 
answer these questions, it may be assumed that there was doubt 
in their minds as to whether the training at St. John High 
School was considered adequate. 
Table XXI shows that only twenty employers gave subjects 
which they thought should be added to the curriculum. Person-
ality was the subject ranking highest among the recommendations 
of the employers, and a comparison with Table XIII·. will show 
that personality was also one of the most important qualifi-
cations necessary for promotion. Personality, as a subject, 
is not taught at St. John High School. Three employers sug-
gested more work in business arithmetic and three others 
thought more stress in Business English was n~eded. Two em-
ployers recommended adding penmanship to the curriculum because 
their employees' figures and writing could not be read. Statis-
tical typing was suggested by two other firms. 
TABLE XXI 
SUBJEGrS RECOMMENDED BY THE EMPLOYERS FOR INCLUSION 
Subject 
Personality 
More business 
arithmetic 
More Business 
English 
Penmanship 
Statistical typing 
Salesmanship 
Public speaking 
Office machines 
E conomics 
Public relations 
Vocational 
guidance 
Total 
IN THE CURRICULUM 
Reason 
To develop proper attitudes 
and good grooming 
For practical application 
and to speed up figuring 
To develop a basic knowledge 
of grammar and punctuation 
Employees' figures and 
writing cannot be read 
Practical application 
To increase self-confidence 
To increase self-confidence 
To instill more interest in 
them 
To exert a general influence 
on the nation's economy 
Basic for business operation 
Employees better fitted for 
the job 
No. of 
Firms 
4 
3 
2 
2 
1 
1 
1 
1 
1 
1 
20 
Space was provided on the questionnaire to allow the 
employers to make additional suggestions or comments for 
improving the curriculum at St. John High School. These 
comments are on the following pages of this chapter. 
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Further Suggestions and Comments From 
Some of the Employers 
1. "Students feel the world owes them something. 
They think only of 'more money' not whether or not they 
earn what they get. There's no interest on their part in 
doing their job fully." 
2. "It has been our experience that most young people 
recently graduated from high school need guidance in office 
deportment and some development along -the -line of getting 
along with fellow workers and supervisors. 
It may be the trend of the times, but so many of' 
the young people today seem to feel that the world is their 
oyster, as it were, and their general attitude is not con-
ducive to satisfactory business relations." 
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3. "It would be helpful, I believe, if all those stu-
dents who are planning to go into business immediately after 
high school were given some ·office training to help them 
adjust to the position and to the other workers in an organi-
zation. Office skills, such as, typing, filing, and shorthand, 
are all very necessary; but we find ourselves constantly 
faced with personality differences which interfere with 
efficient operation. In most cases it is the younger people, 
those without previous experience, who give us the most 
trouble." 
4. "Students should be taught to present information in 
report form in a clear, logical order. Schedules, and the 
like, should be criticized for neatness, spelling, handwriting, 
accuracy, and typewriting." 
5. "We use decimals and dollars constantly in our busi-
ness and we have considerable trouble getting young people to 
understand that they must be accurate." 
6. "One thing which has bothered us has been the trend 
to lower the standards, both of speed and accuracy, in typing." 
7. "Gver a period of several years, we have noticed 
among applicants a steady decline in the basic skills of 
grammar, spelling, and typing. Far more serious, however, is 
a lack among many to apply themselves willingly and conscien-
tiously to their work. Unfortunately, it appears that the 
person who merely performs his daily job · as it should be done 
is the outstanding employee in his group.n 
8. 11 I find that the one graduate we have here does not 
read the letters after she has written them and before giving 
them to the sales engineers for signature. I believe this 
would be a good point to stress." 
9. "We feel that greater emphasis should be stressed 
on the attitude of graduates toward their employers and 
on attendance and tardiness." 
10. "I believe if representa t ives of business could 
meet with the teachers, there could be a. mutually valuable 
ex change of ideas, and therefore, a better understanding 
of each other's problems and attitudes. In our company, we 
encourage and arrange tours for teachers to see firsthand 
the various jobs in operation. 11 
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11. 11 I have been particularly impressed with the lady-
like and courteous manner of the girls. It is also a 
pleasure to see them suitably dressed and without an excess 
of makeup." 
12. "Normal technical skills are adequate. However, I 
do believe that schools should educate young people in 
business etiquette. They should be taught how to dress in 
good taste, not only for an interview, but for the future. 
They should be taught how to be well groomed, neat and con-
servative. Emphasis should be placed on good personal habits 
also." 
13. "The high school curriculum should contain subjects 
that would acquaint students taking a business course with 
what an employer looks for in an employee." 
14. "I think there should be more time allotted for the 
teaching of spelling. Both of the secretarial schools that 
I attended allotted a. certain time each day for this subject. 11 
15. "All high school graduates, with few exceptions, do 
not seem to know how to spell or to do fifth grade arithmetic. 
This has been shown by our selection test in which a greater 
number of beginners fail considerably in ari thme tic." 
16. "An employee's basic atti t ude toward a job is more 
important than the skills he brings to the job. In other 
words, a responsible attitude toward attendance, tardiness, 
office conduct, cooperation, satisfactory production, ini tia-
tive, and willingness to deal sincerely with other people are 
factors which give us more concern than the technical aspects 
of an employee's training and background. If they are the 
right type of person, we can train them; if they are not the 
right type of person, it does no good to train them." 
17. ni note a surprising inability of young girls to 
talk, either to sell themselves or to do business with others. 
They are unable to get their ideas across quickly and to find 
words to express themselves." 
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18. nif feasible, students should be given an oppor-
tunity to .work in a school office and experience general rou-
tine work. More emphasis should be put on producing accurate 
final copy. Students should be given more opportunities 
to exercise initiative, judgment, and common sense in their 
approach to office problems. 11 
19. "I have always felt that a lecture course on an 
over-all business set up should be given to senior students 
planning to enter business. It should include things they 
will encounter that are not covered in textbooks, such as, 
how to get along with people and why certain things are done 
in day-to-day operations which may not be in accord with 
their ideas, but which are necessary." 
20. "It would be well to give the students more civil 
service tests during their last two years. Our test is very 
simple, but several applicants are not able to pass satisfac-
torily. It is surprising how many fail in fractions. A 
review of simple grammar grade arithmetic during the last 
year would be helpful." 
21. "Ve returned to hiring high school girls because 
they are more adaptable to the idea of further study and 
training in the matters in which they are deficient, such 
as, shorthand speed, accuracy, grammar, and punctuation." 
22. "It is our general impression that graduates of 
various business courses at high school level lack adequate 
general educational background, particularly with reference 
to the use of Business English." 
23. "Judging from our experience with the two girls we 
have from your school, I would say that St. John High School 
does a good job in business training." 
CHAPTER VI 
SUMMARY OF FINDINGS AND RECOMMENDATIONS 
The purpose of this study was to attempt to improve 
the effectiveness of the business curriculum. Recommenda-
tiona were sought from employers of the 1948-1952 business 
graduates with regard to improving areas of school instruction. 
The findings made as a result of analyzing the data 
were as follows: 
1. The greatest number of graduates were employed 
by insurance offices. Manufacturing companies 
hired the next largest number. Others were 
employed by public utilities, wholesale distri-
butors, research firms, and civil service. 
2. a ver 60 per cent of the firms participating in 
the survey had 25 or more office employees working 
for them. The greatest number of these firms, 
19, or 22.9 per cent, hired 500 or more office 
workers. 
3. The most frequently used procedure in selecting 
employees was personal application. O:ver 60 per 
cent of the employers used this means. High 
school and employment agencies were next in order. 
4. Education and recommendations were factors having 
the greatest influence upon the selection of an 
employee. 
5. Age, education, sex, high school grades, and ex-
perience were some of the factors listed as 
partly influencing the selection of an employee. 
6. r,he greatest number of firms offered from $ 35 to 
$39 a week to beginning typists. The second 
largest group offered from $40 to $ 44 a week. 
7. Initial salaries for bookkeepers, as indicated by 
24.1 per cent of the employers, were from $35 to 
$ 39 a week. Ranking very closely to this group 
were those who paid from $40 to $44 a week. 
8. A great number of employers offered higher wages 
for stenographic positions than for typing and 
bookkeeping positions. Twenty-eight, or 33.8 
per cent, paid a weekly salary of from $40 to $44. 
9. Salaries offered to clerical workers were compara-
tively lower. Fifty per cent of the salaries 
paid to beginning clerical workers were from $25 
to $39 a week. The hi6hest percentage, 30.1 per 
cent, occurred in the !jp35 to $39 range. No em-
ployer offered a salary above $49. 
10. Personality was one of the moat important qualifi-
cations necessary for promotion according to 67.5 
per cent of the employers. Length of service 
ranked second. 
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11. Male workers can find more opportunities for 
employment in the selling field than in any of the 
other business areas. Stenographic posi tiona offer 
almost no opportunities for men. 
12. Female workers, graduates of a business curriculum, 
have excellent opportunities for employment in the 
stenographic, general clerical, and secretarial 
fields. 
13. The factor in which the graduates showed the greatest 
amount of deficiency was initiative. The next 
highest in frequency were: accuracy, efficiency, 
ability to get along with others, interest in work, 
following instructions, industry and dependability. 
However, the number of firms reporting these defi-
ciencies was not too large. 
14. Over one-half of the employers who evaluated the 
graduates found no deficiency in the following 
factors: following instructions, ability to get 
along with others, interest in work, respect for 
authority, loyalty, courtesy, personal appearance, 
dependability, industry, intelligence, honesty, 
and neatness. 
15. About 40 per cent of the employers stated that they 
would permit students to visit their offices. 
16. Typing accurately, using the telephone, spelling, 
grammar, and taking dictation in shorthand were 
skills and knowledges which the majority of employers 
felt needed greater emphasis in school. aver 25 
per cent of the respondents indicated a need for 
more work in: arithmetic, using filing systems, 
meeting callers, using calculating machines, and 
composing at the typewriter. 
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17. Using listing machines, using duplicating machines 
salesmanship, penmanship, and addressing envelopes, 
were the skills and knowledges which the majority 
of employers felt needed the least emphasis in 
school. 
18. The piece of equipment most frequently used in the 
offices of the firms participating in the survey 
was the Royal typewriter. The next in rank were: 
the Underwood typewriter, Burroughs adding machine, 
I. B. M. typewriter, Remington typewriter, »archant 
calculator, Addressograph, L . C. Smith typewriter, 
Burroughs calculator, and the Sunstrand adding 
machine. 
19. Those machines which were used the least in the 
offices of the firms participating in the survey 
were: the Allen adding machine, Brandt coin sorter, 
Todd check signer, I. B. M. collator, I. B. M. 
reproducer, I. B. M. summary punch, Soundscriber, 
and the Audograph. 
20. A majority of the employers were in favor of a 
closer relationship between businessmen and teachers. 
21. Slightly over two-fifths of the employers thought 
that St. John High School was providing its gradu-
ates with satisfactory skill training and general 
background education. Thirty-three, or 39.7 per 
cent, of the employers did not answer this question. 
22. Personality was the subject most frequently recom-
mended by the employers for inclusion in the curri-
culum. Other recommendations were: more work in 
business arithmetic, and more work in Business 
English. 
Recommendations 
The following recommendations are baaed on the findings 
of the study: 
1. Consideration should be given to offering a course 
in personality in which the need for having an 
interest in one's work, the ability to get along 
with others, and the development of desirable personal 
traits would receive emphasis. 
2. More emphasis should be given to accuracy in 
typing, spelling, grammar, taking dictation in 
shorthand, arithmetic, and composing at the type-
writer. 
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3. Serious consideration should be given to offering 
a course in office practice in which the pupils 
would receive instruction in the operation of the 
various business machines, using filing systems, 
and in the proper technique of using the telephone. 
4. Consideration should be given to making Business 
English available to all business students. 
5. Up-to-date machines, both manual and electric, 
should be provided for typewriting instruction 
and also for use in an office practice course. 
6. Provisions for a practical review of the fundamentals 
of arithmetic in the senior year should receive 
some consideration. 
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APPENDIX 
ST. JOHN HIGH SCHOOL 
NORTH CAMBRIDGE. MASS. 
Q c to be r 1 , 19 53 
American Mutual Liability I nsurance Co . 
142 Berkely S tre e t 
Bo ston, Ivia.ss . 
Gentlemen: 
In order to improve cur p resent business program, 
i am rrak ing a s urvey of the employers o f our g raduates . 
You wil l benefit fr om t he survey , also , since St . John 
Eigh School intends to use the information acquired in 
a wa y that should result in better qualified employees . 
v~ ill you 
she e t for me . 
your t i me . I 
k e p t strictl y 
f o r m only. 
p le a se f ill out the atta ched inforrrati on 
To do so will take onl y a few minutes of 
a ssure ;you that all ini'ormation will be 
confidential and wil l be used in tab u lated 
A self-addressed, stamped envelope is enclosed. 
~ ill you please return the she e t as soon as pos sibl • 
Jv,ay I thank you in advance for yo ur cooperation in 
this study. 
Sincerely yours , 
Enc. 
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SAINT J OHN HIGH SCHQ.OL 
N. Cambridge, Mass. 
October 26, 1953 
American Mutual Liability I nsurance Co. 
142 Berkely Street 
Boston, Mass. 
Gentlemen: 
On October 1 I sent you an information 
sheet concerning a survey which is being made 
of the employers of St. John's graduates. 
Your company is one of the few from whom I 
have not had a reply. 
I should appreciate your filling out the 
survey report and returning it as soon as 
possible. 
I f the sheet has been lost or misplaced, 
r_ shall be glad to furnish another upon request. 
Thank you for your cooperation. 
Sincerely yours, 
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INFORMATION SHEET FOR EMPLOYERS OF THE GRADUATES OF THE SAINT JOHN HIGH SCHOOL 
Name of Firm ---------
TYpe of Rusiness ---------------------------------------
Title of Respondent 
Please place!.. cheek mark beside the item~) that correctly answer the following 
guest ions. 
1. What is the number of office employees in your firm! 
a. l - 5 e. 51 - 100 
b. 6 - 10 f. 100 - 400 
c. 11 - 25 g. 500 - over 
d. 26 - 50 
2. Which procedure{s) do you use in selecting your employees! 
a. Personal application 
b. Advertisement 
c. Recommendations of 
other employees 
d. Friends or relatives 
e. Through the high school 
f. Employment agencies 
3~ To what extent do the following factors influence your selection of employees! 
a. .Age • . • • • • • • b. Sex . . . . . • . . 
c. Education . • . 
d. Experience. . • . . 
e. Test Results. 
f • High school grades. 
g . Recommen cia ticns . • 
• . • 
• . . 
. . 
• . . 
. 
. . . 
. • . 
. 
• 
• 
• 
. 
• 
• 
To a great 
extent 
To some 
extent 
Not at 
all 
4. Plee.se check weekly wages for initial employment in the following positions. 
T ~J2l.ng B kk 00 eeu1.ng St enoe:ran 1.c Cl er1.cal 
a. $25 
-
$29 . . • • • • • 
b. $30 
-
$34 . • 
c. $35 
-
$39 • • • . • • . 
d. $40 
-
$44 . • • . . . • 
e. $45 - $49 . . . 
:t. $50 
-
:54 . . • . . . . 
g . $55 - $59 . • • • • • • 
h. $60 
-
over. • • • . . .. i 
5. In your opinion, what ere the most important qualifications necessary for 
promotion! 
a. Length of service 
b. Further schooling 
c. Personali t~, 
d. Additional skill in: 
Typewriting 
Shorthand 
Bookkeeping 
Other: 
6. Which would you hire, men or women, for the following types of positions! 
Men Women 
a. Stenographic ••• • •••••• 
b. Selling. ~ ••••••••••• 
c. Machine operating •••••• 
d. Secretarial. • • • • • • 
e~ Bookkeeping ••••••••••• 
! . General clerical • • • • 
7. How many St. John graduates do you employ at present!. . . . . . . . . . . 
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8. To what extent have you found the greduates deficient in the following factors! 
e. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
j. 
k. 
1. 
m. 
n. 
o. 
P• 
Accuracy ••••••••••••• 
Following instructions • • • • • . . 
Ability to get along with others •••• 
Int erest in work •••••••• • • 
Respect for authority •••••••• 
Loyalty. • • • ••••••••••• 
Courtesy . • • • • • • • • • • ••• 
Efficiency • • • • • • • • • • 
Personal appearance. • ••••• 
Dependability. • • • • • • ••••• 
Industry • • . . . • . . . . . ... 
Initiative • • ••••• 
Intelligen ce • • • • • • •••• 
Honesty. • • • • •• 
Neatnes s •••••••••••••••• 
Others: 
. . . . 
. . . . 
A greet 
d f" i e ~c encv 
-
Some 
d f i . e c~encv 
9. Would you be willing to let smell groups of students visit your office! 
Yea No 
No 
d t" e J.ciency 
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10. In your opinion, which of the following knowledgea and skills should be given 
grea ter emphasis in school! 
a. 
b. 
c. 
d. 
e. 
L 
g . 
h. 
i. 
j. 
k. 
1. 
Addressing envelopes 
Typi.ng accurately 
Copying from handwritten work 
Typing form letters 
Composing at the typewriter 
Using multiple carbons 
Typing special forms 
Using calculating machines 
Using listing machines 
Using duplicating machines 
Meeting callers 
Balancing cash 
Making out bank deposits 
Figuring, checking invoices 
m. 
n. 
o. 
P• 
q. 
r. 
s. 
t. 
u. 
v. 
w. 
Handling Petty Cash 
Using the telephone 
Taking dictation in 
shorthand 
Taking dictation from 
records 
Using filing system(s) 
Spelling 
Grammar 
Erasing 
Arithmetic 
Salesmanship 
Others: 
11. Please indicate the kind and number of machines used in your office. 
a. 
b. 
Burroughs Adding Machine 
Victor Adding Machine •••• 
• • • • • 
. . . 
c. Sunetrand Adding and Listing Machine • 
d. Burroughs Posting Machine ..••••• 
e. Burroughs Bank Machine •••••••••• 
f . Elliott-Fisher Bookkeeping Machine •••• 
g. 
h. 
i. 
j. 
k. 
l. 
m. 
n. 
o. 
P• 
q. 
r • 
s. 
t. 
u. 
v. 
w. 
x. 
y. 
z. 
Burroughs Calculato r . 
Friden Calculator. . 
Monroe Calculator. . 
Marchant Calculator. . 
Comptometer . • . . 
Royal Typewriter • 
Underwood Typewriter . 
L. c. Smith Typewriter 
Remington Typewriter 
I. B. };1 .. Typewrit er. 
Dicte.phone • 
Ediphone • • . . . . 
. 
. 
• . . . 
. • • • 
. • . . 
• • • . 
. . • . 
. • 
• . . . 
Ditto Duplicating Machine ••• 
Standard Duplicating Machine • 
Mimeograph . . . • •••• 
Addres sograph. • • • • • • 
. . . . 
. . . . 
. . . • 
. . • 
• . . . 
. • . . . • 
. . . 
. . . . • 
. . . . 
. . . . 
. . . . . . 
. . . . . . 
. . . . . . 
. . 
I. B. M. Key Punch • • •••• . . 
Check Protector •.•••••••• 
Telephone Switchboard. 
National Cash Register 
Other: 
. . . 
. . . . . . 
• • 
. . . . 
. . . . 
Manual Electric 
--
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12. Do you think there should be a closer relationship between business teachers 
and businessmen! Yes No 
---
13. Do you think that St. John High School is satisfactorily providing its 
grad us tee with: 
e. Adequate skill training Yes No 
b. Background general education Yes No 
14 . Please list subjects which you feel should be added to the high school 
curriculum and give reasons for suggested additions. 
a. 
b. 
c. 
e. 
Subject Reason 
15. Please give any further suggestions which you may have for improving the 
business education program at St. John High School. (Use space below and 
back of sheet, if necessary.) 
FIRMS PARTICIPATI NG IN THE SURVEY 
Company 
Algonquin Gas Transmission Company 
Allied Building Credits, Inc. 
Allis-Chalmers Manufacturing Company 
American Machine & Foundry Company 
American Mutual Liability Insurance Co. 
Angier Products, Inc. 
Associated Transport, Inc. 
Autographic Business Forms, Inc. 
B. B. Chemical Company 
Badger Manufacturing Company 
Barrett, John W. Insurance Agency 
Barry Corporation 
Boston, City of 
Department of Public Health 
Boston, City of 
Department of Public Works 
Boston, First National Bank 
Boston Five Cent Savings Bank 
Boston P. 0 . Employees Credit Union 
Boston Safe Deposit & Trust Company 
Boston University Research 
Brockway-Smith-Haigh-Lovell Company 
Cambridge Gas Light Company 
Cambridge Trust Company 
Location 
Boston 
Boston 
Boston 
Boston 
Boston 
Cambridge 
Cambridge 
Boston 
Cambridge 
Cambridge 
Watertown 
Watertown 
Boston 
Boston 
Boston 
Boston 
Boston 
Boston 
Boston 
Charlestown 
Cambridge 
Cambridge 
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Fim~S PARTICIPATING IN THE SURVEY 
Company 
Central Scientific Company 
Chilton Greetings Company 
Dewey & Almy Chemical Company 
Division of Civil Service 
Downs, Edgar T. 
Eastern Company, The 
Employer's Group Insurance Companies 
French Shriner Urner & Retail Stores ·Co. 
Gair, Robert Company 
Gillette Safety Razor Company 
Glidden Paint Company 
Gorin's Inc. 
Harvard Cooperative Society 
Hardware Mutual Insurance Company 
Harvard Trust Company 
Hurley, Robert A. & Co., rnc. 
John Hancock Insurance Company 
Jones & Gazarian, Inc. 
Kaler, Carney, Liffler & Co. 
Keystone Readers Service 
Little, Arthur D., Inc. 
Lord Electric Company 
Loring Studio 
Location 
Cambridge 
Boston 
Cambridge 
Boston 
Boston 
Cambridge 
Boston 
Boston 
Cambridge 
Boston 
.Cambridge 
Cambridge 
Cambridge 
Boston 
Cambridge 
Boston 
Boston 
Cambridge 
Boston 
Boston 
Cambridge 
Boston 
Boston 
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FIR~S PARTI CIPATING IN THE SURVEY 
Company 
Massachusetts Bonding & Insurance Company 
Massachusetts General Hospital 
Massachusetts Hardware Distributors, I nc. 
Massachusetts Hospital Insurance Service 
Massachusetts Institute of Technology 
McLaughlin Law Firm 
Metropolitan Life Insurance Company 
Metropolitan Life Insurance Company 
Monarch Life Insurance Company 
Mundet Cork Corporation 
National Research Corporation 
National Shawmut Bank 
New England Greyhound Lines 
New England Mutual Life Insurance Co. 
New England Telephone & Telegraph Co. 
North Cambridge Cooperative Bank 
Parker's Personnel Service 
Polaroid Corporation 
Radcliffe College 
Regal, John s. & Son, Inc. 
Registry of Motor Vehicles 
St. Johnsbury Trucking Go., Inc. 
Sanborn Company 
Location 
Boston 
Boston 
Boston 
Boston 
Cambridge 
Boston 
Boston 
Cambridge 
Boston 
Cambridge 
Newton 
Boston 
Boston 
Boston 
Boston 
Cambridge · 
Boston 
Cambridge 
Cambridge 
Cambridge 
Boston 
Cambridge 
Cambridge 
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FIRM S PARTICIPATING I N THE SURVEY 
Company 
Scientific Specialties Corporation 
Sears, Roebuck & Company 
Shell Fuel Gil Company 
Singer, Doctor 
Somerset Savings Bank 
State Street Trust Company 
Travelers Insurance Company 
U.S. Government 
Department of Justice 
Ullian Insurance Agency, H. B. 
Ultrasonic Corporation 
Union Bay State Chemical Co., Inc. 
Wahn Distributors 
Watertown Arsenal 
White Electric Company 
Woodland Dairy 
Location 
Brighton 
Boston 
Boston 
Cambridge 
Somerville 
Boston 
Boston 
Boston 
Boston 
Cambridge 
Cambridge 
Boston 
Watertown 
'Roxbury 
Watertown 
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FIR~MS WILLING TO ALLOW STUDENT VI SITS 
Company 
Allied Building Credits, Inc. 
American Mutual Liability Ins. Company 
B. B. Chemical Company 
Boston, First National Bank 
Boston, Five Cents Savings Bank 
Cambridge Gas & Light Company 
Cambridge Trust Company 
'Central Sci en ti fi c Company 
Dewey & Almy Chemical Company 
Employers Group Insurance Companies 
Gair, Robert Company 
Gillette Safety Razor Company 
Gorin's Inc. 
Hardware Mutual Insurance Company 
John Hancock Mutual Life Insurance Go. 
Kaler, Carney, Liffler & Co. 
Loring Studios 
Office of Director of Civil Service 
Massachusetts General Hospital 
Massachusetts Hospital Insurance Service 
Mundet Cork Corporation 
National Shawmut Bank 
New England Mutual Insurance Company 
Location 
Boston 
Boston 
Cambridge 
Boston 
Boston 
Cambridge 
Cambridge 
·Cambridge 
Cambridge 
Boston 
Cambridge 
Boston 
Cambridge 
Cambridge 
Boston 
Boston 
Boston 
Boston 
Boston 
Boston 
Cambridge 
Boston 
Boston 
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Fim1S WILLING TO ALLOW STUDENT VISITS 
Company 
New England Telephone & Telegraph Co. 
Parker's Personnel Service 
Scientific Specialties Corporation 
Sanborn Company 
Sears, Roebuck & Company 
Singer, Doctor 
Somerset Savings Bank 
State Street Trust Company 
Travelers Insurance Company 
Ullian Insurance Agency, H. B. 
Union Bay State ·Chemical Company 
Wahn Distributors 
Woodland Dairy, Inc. 
Location 
Boston 
Boston 
Brighton 
Cambridge 
Boston 
Cambridge 
Somerville 
Boston 
Boston 
Boston 
Cambridge 
Eoston 
Watertown 
85 
